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LAB 
Overview

 In this Lab – you’ll learn how to:

 Access the Request Proof Certificate 

functionality within the client dashboard

 Locate and Select the Evidence required to 

construct your Proof Certificate

 Complete the Proof Certificate Request form

 Generate and Open your Proof Certificate

 You should follow along, on your dashboard, 
with the slides.

 At the end of each section – you will be given 
an exercise to complete.



Access the 

Request Proof 

Certificate 

functionality 

within the client 

dashboard

(Step 1 of 2)

 To get started – login to your dashboard and 
navigate to the Proof Certificate menu item. 
On the dropdown, select the option to 
generate a proof certificate.



Access the 

Request Proof 

Certificate 

functionality 

within the client 

dashboard

(Step 2 of 2)

 If you have navigated to the correct screen –
you will see the following view.



Access the Request Proof Certificate functionality within the client dashboard

SECTION EXCERCISE

1. Navigate to the Request Proof Certificate screen within your LAB dashboard

2. Locate the first item in the dropdown list on the search screen

• The name of the Item is _______________________________



Locate and 
Select the 
Evidence 
required to 

construct your 
Proof Certificate

(Slide 1 of 3)

 You will now need to search for the Evidence 
you require to construct your Proof Certificate

 Select the Source System Dispatch Reference

 Select the From and To dates

 Click Apply Filter



Locate and 
Select the 
Evidence 
required to 

construct your 
Proof Certificate

(Slide 2 of 3)

 You will be presented with a list of Evidence 
Dispatches. An example is shown below.

 Select the checkbox for the Evidence 
Dispatch(es) you require and click Generate 
Draft



Locate and 
Select the 
Evidence 
required to 

construct your 
Proof Certificate

(Slide 3 of 3)

 Check the amount – it should be 1 EPT in this 
LAB – and confirm to continue.



Locate and Select the Evidence required to construct your Proof Certificate

SECTION EXCERCISE

1. From within the Request Proof Certificate screen – search for Evidence Dispatches with 

the Source System Dispatch Reference LAB-DATA

2. Select the first Evidence Dispatch in the list

• The receipt ID is _______________________________

3. Click Generate Draft

4. Accept the token cost prompt and continue



Complete the 
Proof Certificate 
Request form

(Slide 1 of 2)

 You will be presented with a form as below. The 
required data is indicated with a red Asterix.

 You must fill in the form to generate the Proof 
Certificate.



Complete the 
Proof Certificate 
Request form

(Slide 2 of 2)

 Once you have completed the form – you 
have two options:

 Mark the Proof Certificate as Final – as this point it 

cannot be changed.

 Save & Preview PDF – to save a draft and view 

the PDF



Complete the Proof Certificate Request form

SECTION EXCERCISE

1. Complete the Proof Certificate form as follows:

• Proof Certificate for the attention of: Joe Bloggs

• Proof Certificate delivered to: James Doe

• Proof Certificate Request by: Jim Bloggs

• Event Statement: Learning module LAB

• Receipt Event definition: Data relating to the learning module LAB

• Data owners: Evident Proof

• Data Owner contact details: enquiries@evident-proof.com

2. The name of the final text box on this form is _______________________________

3. Click Save & Preview PDF

mailto:enquiries@evident-proof.com


Generate and 
Open your Proof 
Certificate

(Slide 1 of 1)

 Click Save & Preview PDF

 You will be presented with a Proof Certificate 
PDF



Generate and Open your Proof Certificate

SECTION EXCERCISE

1. Open the Proof Certificate PDF generated

2. Locate the Proof Certificate Number

• The Number is ____________________________________

3. Locate the Service Agreement ID

• The Service Agreement ID is ______________________________

4. Locate the Key Terms & Interpretations section

• The provided definition of a Data Event is _______________________

• _______________________________________________________________

• _______________________________________________________________


